
 

 

ePermitting Utility Permit Application and Payment 
Utility Permits 

 
Applying and paying for a Utility Permit is done via the Clay County ePermitting System. Step-by-step 

instructions are available below.   

 

Instructions for Clay County ePermitting System 

Utility Permit Application and Payment 

 

Apply for a Utility Permit on the Clay County ePermitting Website 
 
 

Logging In 
 
1. Select Log in in the upper right corner or the Utility icon.  

 

 

 
 

 

 

 

 

 

 

 

 

https://permitting.co.clay.mn.us/


2. Enter email address and password (the ones activated via the one time registration process).   

  To create a New user account, please review the online Registration Guide on the Clay County  

  permit website.  (The Registration Guide is applicable to both the Utility and the Moving permits.) 

 

Note: Throughout the instructions Highway Department information is used as an example only. 

Use your information as requested. 

 

 
 

 
Creating a Permit 
 

3. Click on Utility Permit in the New application box.  
 

 
 

 

 

 

 

 

 

 

 

http://mn-claycounty.civicplus.com/DocumentCenter/View/751


4. In this step, you will identify the general information related to the permit application.  
 

You are required to select a date range that you anticipate your work to be completed within. It is 

important to provide your best estimate. Utility permits expire one year from the approval date if no 

work has occurred.  

 

Scroll down and complete the other description fields. The description fields marked with an * are 

required. (Aerial and/or Underground steps with required information display when selected from 

the pulldown.) 

 

When finished, click Next >. 

 

 
 
 

5. Complete the Location Description box to identify the location for this permit request.  

 
a. List the Road number, Length, From and To description, Shortest distance from 

centerline, and location Relative to Road.   

 

Note: To select multiple options in this field, hold down the “Ctrl” key on your keyboard while 

left clicking with your mouse. 

 

When finished, click Next >. 

 

 



6. Complete the Aerial information if the utility permit application involves above ground facilities.  
 

To proceed, click Next >. 

 

 
 

 

7. Complete the Underground information if the utility permit application involves facilities at or below 

ground level. 

To proceed, click Next >. 

 
 

 

 

 



8. This step involves attaching the Sketch/Site Plan.  Click Browse… and navigate to the file(s) on 
your computer.  After locating the file(s), click Attach new file/Save new names for files.  
 
Note: You will be required to attach a file in order to submit the permit request.   

 
To proceed, click Next >. 

 
 

 

9. Within a few moments the sketch/site plans you have attached will be listed for your review.  
 

When finished, click Next >. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



10. Verify the Applicant information is correct.  If any information is not accurate or up-to-date, you can 
complete any changes in this step.  
 
Note: The Highway Department information is used as an example only. Your company profile 
information will be displayed. 
 
Once you confirm all the information is accurate, click Next >. 

 

 
 

 

11.  Review the Terms and if you agree, click the checkbox indicating I have read and agree to these 
terms to accept each term.  

 
When finished, click Next >. 

 

 
 

 

 

 

 

 



12. In this step, you are required to select a Payment method.  
 
Note: Review your application by clicking Preview in new window to ensure application is 
complete and accurate. 
 
After the payment method is selected, click Finish.   
 

 
 

13. If any required information is missing, the applicable step will appear in red.  Revise the information 
in the step by clicking on its name in the left-hand column.   
 
Note: This is the last opportunity to revise the utility permit application prior to submitting for 
approval.  You may review your completed application by clicking Preview in new window. 

 

 
 

 

14. If paying by credit card, click Pay Online.  This will bring you to the card payment system. 
 

 
 

 



Upon completion you will be automatically directed back to the main dashboard. The utility permit 
application you just submitted will be listed under the Pending column.  Click on the document 
icon to view your utility permit application.  

 
 
 
 
The permit application is pending review.  Once it has been approved, it will move to an Active 
status and you will be notified via an automatic email notification.   
 
You can click on the link within the email message to open up the approved permit.  You can also 
check on the status by logging into your user account. 

 
 
You may not begin work until the utility permit application is approved.  
 
 
 

15. Work Authorization 

 
Upon submission of your utility permit application, you will receive an email stating Clay County has 
received your utility permit application.  You are not yet authorized to begin work.  

 
 
Once Clay County has reviewed and approved your utility permit application, you will receive an email 
stating your utility permit application is approved.  The utility permit status will be changed to Active on 
your main dashboard.  Upon receipt of this email confirming the utility permit is approved, you may start 
your work.  You are now authorized to begin work.  
 

 
 
 



While viewing the utility permit, you can print by clicking the Print icon in the upper right corner of the 
ePermitting application.  
 

Note: Your utility permit is automatically assigned a pending permit number when submitted and 
a permanent permit number when approved.  The permanent permit number is listed on top of 
the permit as XXXX-XXX.  The first four numbers are the year and the second three numbers are 

the series number of the permit.   

 

 
 
 
You may edit the permit when it is in a Pending Review and Active status by clicking on Remove 
Signatures box on the left hand side.  You can then make revisions and resubmit the permit for review.  
The permit will be in a Pending Review status until Clay County approves the changes.  Once approved 
you will receive an email notification and the status will change to Active. 

 
You must possess a copy of the utility permit in the field during construction operations.  

 
You will be considered unauthorized to be in the right-of-way if you do not possess a copy of the utility 
permit in the field. 

 

 
16. Final Inspection 

 
Upon completion of the work identified in your utility permit, you are required to flag your utility permit 
for inspection.  Click the Flag icon next to the utility permit that is ready for inspection. This will notify 
Clay County to inspect your worksite.  Once the utility permit has been inspected and work accepted by 
Clay County, the utility permit status will be changed to Complete.   
 

Note: Clay County will not close-out your utility permit until the worksite has been inspected and 
has been satisfactorily restored to original condition in accordance with the utility permit terms 
and conditions.  

 

 
 
 



It is your responsibility as a Permittee to request final inspection.  Failure to request 
inspection and/or restore the worksite properly may result in the suspension of approval 
for future utility permit applications.  

 
 

 
 

 

 

Managing Your Utility Permits 
 
The main dashboard of the ePermitting application is divided into sections by permit status.  The first 
section is for incomplete utility permit applications you are currently working on and have not yet 
submitted to Clay County.  These utility permit applications are listed under Your incomplete utility 
applications.   
 
When working on a new utility permit application, you may exit the ePermitting application at anytime and 
return later and continue your incomplete application. Click on the Pencil icon to continue working on the 
utility permit application.  
 
If you want to delete an incomplete utility permit application, click on the X icon.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



To view other permits by current status, check the box next to the status(s) you wish to view.  The 
corresponding permit applications or active permits will display below.   
 

 
 
 
 
You may view a completed utility permit application by clicking the document icon next to the utility permit. 
While viewing a utility permit, you can print by clicking the Print icon in the upper right corner of the 
ePermitting application. If you would like to cancel a utility permit application, click the X icon.  
 

 
 
 
 
The following are definitions for each permit status.  
 

 

 
 

 
Pending review (0 of 2):  The utility permit was submitted by the Permittee but has not been 

reviewed or recommended for approval by the Permit Administrator. 
 

Pending review (1 of 2):  The utility permit was reviewed and recommended for approval by the 
Permit Administrator. It is awaiting final approval by the County 
Engineer. 

 
Active:  The utility permit has received final approval. The Permittee may begin 

work at anytime.  
 

Ready for Inspection: The Permittee has requested final inspection of the worksite.  
 

Complete:  The utility permit has had a final inspection and was marked as 
complete. All restoration work is complete and satisfactory.  



 

 

 

 

 

 
In the Statistics pod located on the left side of the main dashboard, 
you can track the number of utility permits that are incomplete or 
complete.  
 
 
In the Resources pod located on the left side of the main 
dashboard, you can access a copy of the utility permit terms and 
conditions.  
 
 
In the Contact Info pod located on the left side of the main 
dashboard, you can view the contact information for the Clay 
County Highway Department.

 
 
 

 

Making Payment Online 
 

1. To make payment online click Pay Online.  

 

 
 
 
 
 

2. Click the Process Payment button on the left side of the screen. 

 

 



 

 

3. You will be connected to the online Value Payment Systems. Complete the required information. 

Retain a copy of the receipt for your records. 

 

 
 
 

 
 
 
 
 
 



 

Resources 

If you have any questions, please do not hesitate to contact the Clay County Highway Department at: 
 

2951 41 1/2 Street South 

Moorhead, M56560 

Phone: 218.299.5099 

Fax: 888.259.8757 

 

highway.department@co.clay.mn.us 

 

claycountymn.gov 

 

mailto:highway.department@co.clay.mn.us
http://mn-claycounty.civicplus.com/

